Junior Warden Job Description (Sample)

as prepared by the Diocesan Office of the Diocese of Fond du Lac

Position:
Junior Warden.

Purpose: 
Manage and oversee church property and issues.

Selection:
Elected annually by the Vestry and accountable to the Rector/Vicar and Senior Warden.

Qualification:
Communicant in Good Standing.
Responsibilities and Duties

General

· Fulfill the responsibilities and duties of being a member of the Vestry;

· Meet regularly with the Rector or Vicar, Senior Warden and Staff to review the life and work of the congregation, plan ahead, anticipate and resolve problems;
· Work closely with the Rector or Vicar and Senior Warden in providing overall leadership in the congregation. 

Property Oversight
· Have an understanding of property maintenance needs;
· Have an ability to work with service people and to recruit and motivate members of the congregation to take responsibility for maintenance work;
· Establish and oversee seasonal maintenance of all equipment (furnace, air conditioner, plumbing facilities, kitchen facilities, office machines, etc.);
· Establish and oversee annual safety checks;
· Review insurance needs with the treasurer and insurance agent and revise as needed annually;
· Establish and oversee a process for obtaining the services of contractors as needed;
· Chair a maintenance committee to assist with responsibilities; 

· Chair or work with an appointed group to oversee new building construction and property acquisition; 

· Consult with the vestry and Rector or Vicar whether or not to accept gifts of real property to the congregation.
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